
APPLICATION FOR RECORDS RETENTION SCHEDULE 
E M  DlVfSlOH 

Department of Archives and History. Reawds Management Division, 330 Capitol Avenue. Atlanta, Georgia, 50334. 
Attention: Sdwdulina W o n .  

4. D a t e r o f S w i  
Earliest Lnen 

I Present 

- 
FOR RECORDS MANAGEMENT USE 

Application Number 
FOR AGENCV USE 1. Apnw- 

Application Oaa Department of Education 
Office of Vocational Education AT- '7U 

5. Records S w i  Tih (followed by title uoed in office; if different) 

TIVE FILES 
STATE PLANNING AND OPERATIONS DIVISION DIRECTOR'S GEh'ERAL ADMINISTRA- 

7. Remrd Series Dcrription Th is  file mta ins the followhg documents (include form numbenmd rid=, ifany): 
Attach samples of the file. 

Documentsrebtingto:directing and coordinating the activities of the division. 

Indudedare: correspondence, memoranda and other documents concerning the Management Infor- 
mation Center and four regional data centers, the hsociate Superintendent of Vocation 
a1 Education, other divisions and offices in the department; agenda, minutes and 
correspondence from the Georgia Occupational Information Coordinating Committee and 
Governor's Council on Postsecondary Education. Also included are reference copies of 
housekeeping unit documents. 

F i k i s m a W d :  chronologically by fiscal year; thereunder alphabetically by subject. 
. .  . .  . .  .. . .  ~ 

.~ 
.~ 

8. Monthly Referenu Rate 

One to six months old 

How often are records referred to which are: 

: Seven to twelve months old . ~ 
; T h i i n  to kenty-four months old 

twenty-five months and older ? il 

9. Annual Rate of Accumulation of Remrds 



?ention Recluirements The following requires the to be kept: 

a. State Law years. 
b. Statute of limitation W S .  

c. Federal law WXS. 

d. Audit period yeart. 
c. Administrative need 2 ye=. 
f. Federal retention instructions 2 years. 

These instructions apply to all pior and fuhra recurnulatiom of the ser'ks. I 

I 
AR--50-71: RN.76 


